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What is the TOKN Console?

How do | sign into the TOKN Console?

What does an Instance mean in the TOKN Console?
How the admin users can be added to the console?

- How to delete/edit an admin user?

: How to add APP users?

: How to edit/delete APP users?

: How user list can be imported to the console?
: How to set up a new group in the console?

: How to delete an existing group?

: How to edit an existing group?

: How users can be assigned to a group?

: How a user can be deleted from the assigned group?
: How to assign an APP to an existing group?

: What is a list manager?

: How a list can be created?

How an existing list can be edited?

: How new items can be added to the existing list?
: How a list can be imported to the list?

: How a list can be exported from the console?

: What are the Parameters in the TOKN console?

: How parameters can be added manually if User Sync services are not available?

How a parameter list can be imported?

: How Parameters can be updated?

How an existing parameter can be deleted?

: What is a User Sync Service? How user sync services can be run?
: How the User Sync Services can be run Manually?

: How to view submitted timesheets?

: How to Approve a submitted timesheet?

: How to reject a submitted timesheet?

: How to edit a submitted timesheet?

: What is the switch view report?

What is an analytical report and different kinds of analytical reports can be created?

: How to see a list of connected users?

: How to wipe a user’s device from the console?

: How to blacklist a user's device from the Console?
: How to deploy a user's device?

: How to check the user’s device location?



Q: What is the TOKN Console?

The TOKN console is the administration application that runs on the TOKN cloud. The console application is used to administer the TOKN
services for your organization. The TOKN management console includes the following capabilities: establishing integration between
systems, creating, and modifying Apps, enrolling services, managing application life cycles, spinning up application databases, adding end

users and user maintenance, and controlling connected devices and assets.

Q: How do | sign into the TOKN Console?

You must log in to the TOKN Console ( @ Console ) with your credentials as in the figure below;

Welcome to TOKN.

Digital transformation

without disruption.

Fougol your password?  Mobile Bhons Login

Your system, only better.

FIND OUT MORE

Q: What does an Instance mean in the TOKN Console?
Most companies will have three instances Development (DEV), Quality (QAS), and
Production (PRD).

DEV stands for development, where initial testing takes place by the TOKN staff.

QAS stands for Quality, where all the testing takes place by the company.

PRD stands for Production and this instance is the live instance (where you will be working).

Q: How the admin users can be added to the console?

Admin users have access to the TOKN Console. They have full access to all the Console features by default, which can be managed by
changing their permissions. Admin users may also be a user in Workflow. If they are, they will be able to use TOKN Apps that are assigned

to the groups that they are assigned to.

The Admin User Page can be accessed by selecting the admin user option from the Dashboard drop-down list on the navigation bar.


https://console.tokntechnology.com/account/login
https://console.tokntechnology.com/account/login

[ MY TOKN TOKN-DEMO (7)  DEVELOPMENT DASHBOARD ~

Get started w my pasneard teps.
Select a Cor Select an instance
1 TOKN-DE My Account v 2 Development

L]
g Find out how TOKN can improve your mobile workforce
&4 Company Information
h Admin guide
Service
- Setting up the TOKN Client mobile device for the first time
GQI Starlﬁd[ Tokn Administration
|_|’;:5I
Billing & Subseription
Email
First Name Last Name
B - +61 21234 5678
Role v

Select these roles for this user. If the user role above is Admin, selecting the boxes below
has the effect of reducing the permissions of that account to the selected items only with
everything else removed.

If role is App Builder or App Manager, selecting the boxes below has the effect of adding
these permissions to that user account.

[J Widget Manager [ Cms

Q: How the normal users can be added to the console?

Normal users will only be able to use TOKN Apps that are assigned to the groups that they are assigned to. They can not access the
console. Only Admin users can add the normal users in the console.

Q: How to delete/edit an admin user?
To Delete or Suspend an Admin User, the Admin User needs to change the user's status.

Click the user that you want to delete, then click on the Status field on the drop-down box at the top of the page select your option and click
save to complete the process.



Actlve

Suspend

Alex Huo

. - +61430390716

Rola

Admin !

Select these rolas for this uszer. If the user role abowve 15 Admin, salecting tha boxes belo
has the effect of reducing the permissions of that account to the selected items only wi
evarything else removed

If robe is App Builder or App Manager, selecting the boxes below has the effect of adding
these permissions to that user accounl.

] Widget Manager ] CMS

To edit admin user details, first name, last name, phone number, and role of the user, click save to complete the process.
The checkboxes will give explicit access to the one that has been selected.

If nothing is selected, then the admin user has access to everything.

Inactive
Actlve
Susgpend

Delete
Allex Huo

B - +61430300716

Rola

Admin ~

Select these roles for this user. If the user role above is Admin, selecting the boxes below
has the effect of reducing the permissions of that account to the selected items only witl
everything else removed.

If role is App Builder or App Manager, selecting the boxes below has the effect of adding
these permissions to that user account.

|[| Widget Manager [ cms

Q: How to add APP users?

To manually add APP Users, click on Workflow and then ADD USERS. Fill in all the required details and click on SAVE.



There is also a User Sync Service. This is an extra option where a daily sync automatically occurs at a set time and all changes made in

your connected systems will be updated.

When the user logs into the App for the first time they will be required to enter their mobile number, they will then receive a text message
with the personal login code, which they can use for future logins.

Q: How to edit/delete APP users?

To delete an APP user, click on the Workflow, and click on 'X" in front of the user whom you want to delete, and click on the Yes option.

(‘ WORKFLOW TOKN-DEMO (7) DEVELOPMENT -« USERS & GROUPS

ws  Users

WORKFLOW
v [ Search Users Q

H

J K M § T

[ SelectAll
<2> [J Demo demo v R g X
<2> [ Hemant Karale v % X
<8> [J John Doe v ¥ S X
<2 [ KevinVenter v B S X
¢8> [0 Mandeep Kaur v ¥ S X
. <% [0 Abhishek Thumar v ¥ A X




Remove

Are you sure you want to remove Abhishek Thumar ?

YES CANCEL

To edit the existing user’s information, click on the pencil icon fill in the updated detail, and click on the save button.

. <5> [ Abhishek Thumar v 1 A2 IX

Create/Edit User

First Mame Last Mame

Abhishek Thumar

Ussr Email

abhishek@C____Jom

- 1L J l

Walid From ValidTo

04/12/2022 B 04/12/2042 o}

Q: How user list can be imported to the console?

To import users in bulk:

1. In the TOKN Workflow Module, select the ‘Import Users’ Button at the top middle of the page.

| WoORKFLOW TOKN-DEMO  DEVELOPMENT - USERS & GROUPS - suppont | Wi Katotm Smitnt (60)
wi  Users —— Groups ]
Croato your usors heso, ‘ IMPORTUSERS ) ADDUSERS. Salect your view options. _ Usérs

e

Sharw All . m Soarch Usars Q. m

D J K MN ST

O ChontTost

s

O Selectall [0 Do updated ra

&> O Dema demo 7 X D Demaove 7
<53 O Jellt Dugmees 7 x O Exampio Goldfiolds Fatiguan 7
& [ Johen Wy PR 0 6T Timeshost 7

2. Download the sample Excel template



User Parameter Import

Download@ sample Excel template i)
and upload the

all parameters and users. Edit

After filling all the details required, uplead that file below and import it.

Usarslist  Extractu Exiractis UpateL

Choose a file import...

3. Fill out the ‘UsersList’ tab of the spreadsheet with the users’ email, first name, surname, validity dates, password, active directory status,
and mobile number.

4. Save and upload the spreadsheet and select ‘Import’.

The Console will tell you when the import is complete and show you how many of your user imports were successful and how many failed.
To find out more, select the ‘Download import log’ to view any errors on the upload.

Q: How to set up a new group in the console?

To add a group:

1. In the TOKN Workflow Module, select ‘Add Group’ in the top right-hand of the screen.

l WORKFLOW TOKN-DEMO DEVELOPMENT USERS & GROUPS suppart Hi Katelyn Smithl @
wi  Users Groups ——
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2. Enter a Group Name and a Group Code, then select ‘Add’. This will create a new group.

Q: How to delete an existing group?

1. To Delete a Group, select the checkbox next to the group(s) you would like to delete.

2. Select ‘Delete’ in the top middle of the screen.



[‘ WORKFLOW TOKN.DEMO  DEVELOPMENT - USERS & GROUPS

(wr Users Groups

Croato your usors hora. IMPORT USERS. Solert your view options.  Users

D J K M N 5 T

[0 Setoctan
<5 O Demo dema ;%
% [0 Jett Dugrmors 7 ox Faligp
€53 [ Jobn Wayrw 7 % (mEag

Q: How to edit an existing group?

1. To edit a group select the pencil icon to the right of the group you would like to edit.

[] SelectAll
¢8> [0 Demo demo
<5> [0 Jeff Dugmore

¢8> [ John Wayne
2. Edit the group’s details and select ‘Save’.
Q: How users can be assigned to a group?

Admin can add users and assign them to groups to perform functions on the APP.

The list of users (left) and Groups (right) is seen on the Workflow screen.

Hi Katebyn Smith! @

NN NN
¥OX X oM X

NN
X X

1. To assign a user to a group, select the user from the left side of the screen and ‘drag’ them across to the group on the right that you

would like to add them to and release on top of that group. You will see the user appear under the group’s drop-down.

2. You can add multiple users to a group at once by selecting the check box next to the users and dragging them all across at once.

(m Users Groups

Shaw All w m Sanrch Usar Q

A C E H J K MP 5
O Standard Usar Group

O Setect AN O Super Admin

&> [0 Abhishak Thumar v % X o

<& [0 A huso v W X 0 Timos

Adding users to a group

To check which users are assigned to groups;

Eranta your users here. IMPORT USERS. ADD USERS Salect your viow oplions.  Lisers

4 Approvers Lovel 1

2 Approvers Lovel 2

A T
X X X X

Admin users can select the user's option from the drop-down list (#1 below) and then click on the dropdown arrow for the group.



(m Users Groups
Croate your users here. Salect your view options. | Users. 1 ADD GROUPS
Show All v Search Users Q Search Groug Q

D HJ KMST

) ClientTest O/ %
O Select Al O Dema updated 7 X
2 [ Dema demo v % S X O Demaov2 v £ X
¢33 [ Hemant Karale v W S X O Example Gokdfields Fatigue v & X
<& O John Doo [P s O &T-Timeshoet 7o
<& (0 Kevin Venter v % g% O HR v £ X
<& [ Mandeop Kaur v % g X O MYOBTimecard 7 ox
5> [0 Manpreet Kaur v % f X O New Example v £ X

/ /

Groups /

Select your view options. ADD GROUPS
l Search Groups o\]

[ Standard User Group v £ X

Assigned Users

[J Abhishek Thumar | abhishek@tokntechnology.com
[ Ashok Kumar | ashok@tokntechnology.com

[0 Eddie Tang | eddie@tokntechnology.com

[ Jordan Lee | jordan@tokntechnology.com

[ Manpreet Kaur | manpreet@tokntechnology.com

[0 Peter Wright | peter@tokntechnology.com

X X X X X X X

O Sowjanya CH | sowjanya@tokntechnology.com

List of users under a particular group

Q: How a user can be deleted from the assigned group?
1 - To remove a user from a group, select the drop-down of the group to see all the users in that group.
2 - Select the ‘X’ next to the user you would like to remove from that group.

3 - Select ‘Yes’ on the pop-up.

Q: How to assign an APP to an existing group?

1 - In the TOKN Workflow Module, at the top of the screen you will see ‘Users and Group'. Select this and a drop-down will appear. Select
‘Menus & Groups'. This will show you a list of groups on the left of the screen and a list of apps on the right of the screen.
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To check the Apps associated with each group, select the Apps option from the drop-down list (#2 below) then click on the dropdown arrow
for the group.

(m Users Groups
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Select your view options. @ ADD GROUPS

DELETE Search Groups QI

[ standard User Group Y 4

Assigned Apps

O XeroTimeSheet x

Q: What is a list manager?

The TOKN List Manager is a piece of functionality that allows the management of any kind of list. Different lists can be created under the list
manager.

Path for list manager - CONSOLE -> CONNECT -> LIST MANAGER



l’. CONNECT TOKN-DEMO ()  DEVELOPMENT + LIST MANAGER A support | Hi Manpreet Kour! @

1

Manage and add lists to be used across apps and the cor LDAP/Active Directery

m

)

(c List Manager = e

[ ]

Diract Data Import

S/ ///// /
AT /H’.-"’ffj.f'// /
Q

[ Search List

Titla Deseription ListID Actiong
Business_Unit Business Unit a3Hc643-T4b6-495a-bab1 -chitadhatcid i
Client A list of clients 6{223009-c2a0-4da8-8024- 16620 Tee5d08 H
dobs Jobs 2268457 c-T9bd -4ad5-a681 -5106235dBa T8 H
Mappings for Whatever Mappings for Whatever TOSCCeHC-04ce-4bGa-a910-4c2416507251 H
[Permits Permits fe11c034-eite—419d-8546-8occ55000209 H
PPE PPE 6706e0Th-5201-44ch-9685-281 74871 765 H
Regions Regions 2406c551-cabd -437d-8108-51298314c315 H
RiskMatrix RiskMatrix T5¢67e21-5693-45bc-Bicc-aach4Becdda H

Q: How a list can be created?

To create a new List, click on Create New List fill in all the required details, and click on Create a List.

The Tokn developers would also need to map the List Manager to the relevant field within the APP.

Create New List

Title *

Description *

Limited Entry

[J Enable REMOVE

[ Hide for current company plus all the child companies

[ Hide for child companies only




Q: How an existing list can be edited?

To edit an existing list, click on the three dots, click on the edit button, and fill in the updated details.

Tishe Descriphion Listip il
Activity Alist of activities ole2tond-354-404d-024d-116Th 213853 .@
viEw of
Rig A list of rig data 2650901 19¢ 4954 bR «50K0Has 1521
CLONED
Sites A st of aites F806h197- 10314 b50- 5304 45 kaR4 3066
IMPORT 2
EXPORT & b
o

| REMOVE Bl

Figure: Edit a list (Console View)

Edit List

Title *
Activity

Description *

A list of activities

Limited Entry

Enable REMOVE
[ Hide for current company plus all the child companies

[ Hide for child companies only

Q: How new items can be added to the existing list?

If we want to add new data to an existing list; e.g., we have a list named Activity list and to add data to the Activity list need to perform the

following steps:

Click on the “Activity" list.

Then NEW ITEM, filling in the Title, description, and required values.
Click on ADD TO LIST to upload

(Users would need to refresh the APP for the new data to show)



New Activity

Activity *

Activity is required
Description
Default Hours
Value2

Walued

Valued

Value5

Valusé

e m

Q: How a list can be imported to the list?

To import a list, click on the three dots, click on the import option, click on the Choose a file import button import a file, and click on the
Import and Append button. The uploaded data will show under the list.

—— e
List Manager Import - IncidentReportConfig

Download a sample Excel template for all fields. Edit and upload the
file when done.

After filling all the details required, upload that file below and import it.

e UsersList i

Choose a file import...

CANCEL

When we upload any Excel file, the title should be the same as in the console.

L |
o n F r o H

L - R
Title Description Valuel Value2 Value3 Walus ValueS Valuel

T Fa ol am e m e mee arb el eecfd

Q: How a list can be exported from the console?

To export a list to Excel, just click on the three dots and click on the export option, it will automatically download.



™ Dessription

ListlD

Actiem

Letivity A list of activitios otz 00836544080 024 4. 116Th 213553 B
VIEW @
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CLONE D
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IMPORT &
EXPORT &
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REMOVE B

Q: What are the Parameters in the TOKN console?

A parameter is a set variable endpoint that is specific to a user or user group. This allows a high degree of flexibility in how a user can view
their data in an app. Adding a parameter allows you to create a new variable URL specific to the user.

Q: How parameters can be added manually if User Sync services are not
available?

In the TOKN Workflow Module, at the top of the screen, you will see ‘Users and Group’. Select this and a drop-down will appear. Select

‘Parameters’. This will show you a list of existing parameters.

WORKFLOW > USERS & GROUPS > PARAMETERS

I WORKFLOW TOKMN-DEMO DEVELOPMENT WORKFLOW suppart Hi Katalyn Smith? @

wi Parameters
( Salact controls that you wish 1o edit from {he list below. R Al O\ m m

el i by domioodrgondwia e |2
b Excel tomplate (o ol jior o (544 Bt ]
theike when dore. T e (T T = m

EXTRACT . USER EXTRACT - USER GROUP UPDATE - USER UPDATE - USER GROUP
[F ) oo Nava Oject Nams Faiameter Nawe Pacamator Vaius
kavingiichn local Madot Timeshaot Mador Timoshaats Employoo 13
kevingiokntechnology com SAPNotification CERTNOTIFFUNGLOC FURCLOGC THOCOXE

. Select ‘Add Parameter’ in the top right hand of the screen.
. Select the app and object that you wish to use for this parameter.

. Choose an existing parameter, or create a custom parameter based on what kind of user data you need to display.

1
2
3
4. Create or select a parameter name. Enter your parameter value and data type.
5. Select the user you wish to apply the parameter to.

6

. Click on ‘Save'.

Q: How a parameter list can be imported?
To import parameters in bulk:

1. On the parameters page, select 'import’ in the top right-hand corner of the page.

2. Download the sample Excel template



User Parameter Import

Downloadq sample Excel template faall parameters and users. Edit
and upload the .

Adfter filling all the details required, upload that file below and import it.

w

02
13
1a

Userskist  Cefract Exracik ! LUipdatel

Choose a file import...

3. Fill out the ‘Extract User Parameters’ with the Company Information, UserID, App Name, Object Name, Parameter Name, Parameter

Value and Data Type.

4. Save and upload the spreadsheet and select ‘Import’.

The Console will tell you when the import is complete and show you how many of your user imports were successful and how many failed.

To find out more, select the ‘Download import log’ to view any errors on the upload.



User Parameter Import

Download a sample Excel template for all parameters and users. Edit
and upload the file when done.

After filling all the details required, upload that file below and import it.

Usarslist Cetrartusertargmelens ExtractuserSoou pRarameters. UpdatelserRarameters

Import finished.

Import Complete!
Successful: 2 Failed: 1

log file below to see import results.
Download import Log

Parameters can also be added to user groups on this spreadsheet by following the same process and filling out the ‘Extract User Group

Parameters’ tab.

Q: How Parameters can be updated?
Parameters can be updated by user or by user group.
To update a parameter individually, this can be done in the TOKN Console.

1. On the parameters page, you will see 4 tabs.



wi  Parameters

Select controls that you wish to edit from the list below.

Simplify your User Upload and User parameter uploads by downloading and using this
Excel file template: u
Download a sample Excel template for all parameters and users. Edit and upload
the file when done. T

EXTRACT - USER EXTRACT - USER GROUP UPDATE - USER UPDATE - USER GROUP

2. Select the ‘Update - User’ to update an individual user or ‘Update - User Group’ to update a user group.
3. Select the individual User or User Group and update the details you wish to change.

4. Select ‘Save’ when you are done.

To update a parameter in bulk, you can use the same downloaded Excel template as above.

1. Select the ‘Update User Parameters’ to update users or ‘Updated User Group Parameters’ to update groups.
2. Enter the details for the users or groups that you wish to update.

3. Save and upload the spreadsheet and select ‘Import’.

The Console will tell you when the import is complete and show you how many of your user imports were successful and how many failed.
To find out more, select the ‘Download import log’ to view any errors on the upload.

User Parameter Import

Download a sample Excel template for all parameters and users. Edit
and upload the file when done.

After filling all the details required, upload that file below and import it.

UsaraList Exiractis Exirachs Updatelss
t1
Import finished.
Import Complete!

Successful: 2 Failed: 1

|og file below to see import results.
Download import Log




Q: How an existing parameter can be deleted?

1. On the parameters page, select the parameter you would like to delete.

2. Select ‘Delete’ and then ‘Yes'.

Parameters

Method Name

ApproveSAPPO

Parameter Name

PO_REL_CODE

Parameter Value

PU

DataType

User
kevin@tokntechnology.com

RN EXE BN

S E—

Q: What is a User Sync Service? How user sync services can be run?
This service uploads users and their parameters into TOKN, assigning them to the “Standard user group”.
This automated service runs at a specific time daily.

An email log fired after running the user sync service each time. It includes information about who has been added to TOKN, what the

parameter is, and which group is assigned to. In addition, an error message will explain why a user cannot be added to TOKN in the email.
support | Hi Manpreet Kaur! @ //

(Wf

Users Groups

[ Search Users Q I m [ Search Groups Q I
A €C 6 HJ KM P S
O Default Group v S X
[J selectAll O Journey Management Managers v oS X
(3) [ Ashdyn Kawana v ¥ S X O Journey Management Users v £ X
(3) O cClinton Schroeder v % S X O Super Admin v S X
(3) O Greg Di lulio [ , X O Test “ , X
(3) [0 Hemant Karale v % S X
(3) O Jordan Lee v B , X

Q: How the User Sync Services can be run Manually?

The User Sync services can be run manually. Click on the workflow and select the User Sync Service.



' WORKFLOW TOKN-DEMO (7) DEVELOPMENT -~ USER SYNC SERVICE ~ support Hi Manpreet Kaur! @

Users & Groups

wi User Sync Service

Simplify user entry through the Sync service Menus & Grovps m

H Parameters
To start the Sync process, enter URL and headers A sample re nis should help After having fetched the fields, map the
) and click Fetch fields to start the matching process. to see whigh COMPany Store returned data to the following required fields.
Once matching is done, click save to save the Sync :
Confi ] User Sync Service
I Select UserlD field (usually email address)v
Host/URL
Select First Name hd
oy ‘ MANAGE HEADERS © ‘ Saloct Last Nara v
§
MANAGE PARAMETERS © ‘
| Select Mobile Number v

| MANAGE EXLUSIONS © ‘

| MANAGE EMAILS © ‘

Q: How to view submitted timesheets?

The Timesheet Manager Widget is used for managers/administrators to approve submitted timesheets before they are sent to a connected
accounting system. This can be used as a first or second-tier level of approval if it is required within the business.

To view the timesheets that are pending approval:

1. On the TOKN home page, select ‘Manage’ on the blue Timesheet Manager Widget.

GT JCTimesheet Manager

———— W Manage timesheets for GreenTree
‘ @O0 ] JCTimesheets

2. Choose the period you would like to see the data from but select a start and end date, then select ‘Filter’.

3. You will now be able to see all timesheets that have been assigned to you for approval in your selected period.

Timesheet Approvals Manager

Manage and Approve timesheets for the Timesheet+ App

Choose siart date Choose end date
Shew all (including approved) @
FILTER
m 23/06/2022 o] 21/07/2022 |} - m Currently showing only records that are pending approval (default)

IsualName 23/06/2022 30/06/2022 07j07] 2022

lohin Kingston 4hrs | 0hrs View!



4. Select the week-ending period and the employee you would like to view the timesheets for. This will show you a breakdown by day of all
the timesheets currently pending approval for that user for that week.

Submitted Timesheets for John Kingston for week ending 07/07/2022

4556 Fri 01-07-2022 0400 07:45:00 11:45:00 No O Approve | § ’ b

5. To view the signature associated with the timesheet, select the 3 dots to the right of the timesheet and select ‘Signature’.

Q: How to Approve a submitted timesheet?

1. To approve a timesheet, select the week-ending period and the employee you would like to view the timesheets for. This will show you a
breakdown by day of all the timesheets currently pending approval for that user for that week.
2. Select the timesheet(s) you would like to approve by selecting the checkbox next to ‘approve’ on the right-hand side of the timesheet.

You can also select all timesheets by selecting ‘Select All'.

3. Select ‘Approve Selected’ on the bottom right of the screen to approve all selected timesheets. This will send the details to your
connected system.

Submitted Timesheets for John Kingston for week ending 07/07/2022

Opeen Penading Final
34555 Fril 01-07-2022 04:00 OT:25:00 11:45:00 Mo I 1R e -

Mems per page: 80 . 1-1at1

e —.
| APPROVE SELECTED ' CLOSE
e —

Q: How to reject a submitted timesheet?

To reject a timesheet, select the week-ending period and the employee you would like to view the timesheets for. This will show you a
breakdown by day of all the timesheets currently pending approval for that user for that week.

1. Select the timesheet you would like to reject and select the 3 dots to the right of the timesheet.

2. Select ‘Reject’ and then “Yes’ on the pop-up.
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Q: How to edit a submitted timesheet?

1. To edit a timesheet, select the week-ending period and the employee you would like to view the timesheets for. This will show you a
breakdown by day of all the timesheets currently pending approval for that user for that week.

2. Select the timesheet you would like to edit and select the 3 dots to the right of the timesheet.
3. Select ‘Edit’ and then edit the information for that timesheet as required.
4. If applicable, you can then re-send this timesheet for approval by selecting ‘Resend Email’ on the far right of the edit screen.

5. Select the ‘Save’ icon on the right of the screen to save your changes.

Q: What is the switch view report?

This gives you the option to filter the particular information that you need and export the report.
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Figure 30: Switch the timesheet view (Console View)

Users can sort the data and generate the pdf.
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For creating a pdf or Excel sheet, just sort the data and click on the export pdf or export excel. It will generate the PDF for export pdf and the
Excel sheet for export excel.

Q: What is an analytical report and different kinds of analytical reports can
be created?

An analytical report is a process of exploring data to extract meaningful insights to better understand and improve business processes.
Different analytical reports can be created to monitor the system. To generate these reports, click on the reports button under Xero
Timesheet Approval Manager. From here users can create all the above-mentioned reports like data usage, Status update, Logs, Last login,
and many more reports.
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Monitor your system with the tools below.

Data Usage Status Update Logs Last Login App Analytics

Timesheet Analytics  Aged Timesheat Missing Timesheets  Admin User Login
Analytics

The main report would be the Missing Timesheet report - filter to the date range that you require.

The names that appear all have un-submitted Timesheets.

Q: How to see a list of connected users?

TOKN Control allows you to securely manage connected devices using the enhanced device management capability embedded within the

module. TOKN Control provides a comprehensive device management framework, with a complete view of and control over all connected
devices.
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The TOKN Control will show you a list of connected users, as well as an array of other information, including:

e User ID/Email Address

e Operating System (iOS, Android, Windows) of the devices

« Operating System Version

« Device Model (type of phone)

¢ TOKN Client Version (which version of TOKN the user has on their phone)

o Last Login (the last time the user logged into TOKN)

e The user’'s mobile phone battery level
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By using the filter options you can further define your search to be more specific.

Q: How to wipe a user’s device from the console?

TOKN Control allows the administration user to remotely wipe devices of their TOKN data. Administrators can wipe TOKN from individual
users ' phones. This allows for increased security where your data is kept private if a user’s phone is lost, or stolen or if the employee leaves

your business.

1. Select the user(s) you would like to wipe by selecting the tick box to the left of their name(s).

2. Select the green ‘Wipe’ button in the top right-hand corner of the screen and select ‘Yes” on the drop-down.
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Q: How to blacklist a user's device from the Console?

TOKN Control allows the administration user to remotely blacklist devices from using the TOKN app. This allows for increased security

where your data is kept private if a user’s phone is lost, or stolen or if the employee leaves your business.

1. Select the user(s) you would like to blacklist by selecting the tick box to the left of their name(s).

2. Select the green ‘Blacklist’ button in the top right-hand corner of the screen and select ‘Yes” on the drop-down.
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Q: How to deploy a user's device?

TOKN Control allows the administration user to remotely redeploy apps to devices from the TOKN Console. This allows for updates to users
to be deployed instantly as required.

1. Select the user(s) you would like to redeploy to by selecting the checkbox to the left of their name(s).

2. Select the green ‘Redeploy’ button in the top right-hand corner of the screen and select ‘Yes” on the drop-down.
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Q: How to check the user’s device location?

TOKN provides the functionality to track the location of users, based on the last place that they logged into the TOKN app. This can be
found through the Device Locations Function in TOKN Control.
1. In the TOKN Control Module, at the top of the page, you will see ‘Devices’. Click on this and a drop-down menu will appear.

2. Select ‘Locations’. This will show you a map of the world, showing you where users are located. There is a toggle on the top left of the

screen for a satellite view if required.
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